
Approving An 
Authorization



You are now logged on as the approving 
official. To approve a document, the 
approving official will simply click the 
Documents Awaiting Your Approval link.



This screen will have any document that is awaiting 
the approving official. (You will approve the Atlanta 
Auth now). Simply click Review.

Note: All these documents are 
waiting to be stamped approved. 



The approving official will be taken 
through the preview page.



Once at the bottom, the approving 
official can click Proceed To Pre-Audit



The approving official will review the 
justifications given for any audit fails.

Then click Proceed To Digital Signature



The stamp will default to APPROVED.  If needed, 
the approving official can change this stamp to 
CANCELLED to cancel the auth or RETURNED 
to return the document to the document preparer

Click Submit Completed Document.



Click Accept.



Click Save and Continue



This is a stamping results screen.  
Click Close.



You are now back at the Documents In 
Routing list.  To view any documents 
approved in the past by this approving 
official, you can look in the Completed 
Documents.



Now you can see the authorization that was just approved.
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